Pervaiz Ahmed Jamali 


An organized, bright and confident professional with 
experience in managing in Project management, 

site construction , Human resource Generalist Operation, 
targeting challenging assignments , Information Technology, 
Administration & Finance. 


Email: pervaiz_jamali@hotmail.com 
Contact No. +92(300)381-8300 
What’sup No. +92(300)381-8300 


D.O.B: 12% September 1978 
Address :- Plot 6C, Lane 14, Flat # 12, Mehwash Aracade , Bukhari Commercial DHA Karachi, 
Pakistan 


AREAS OF STRENGTH AND SKILLS 
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Human Resource Management 
Monitoring & Reporting 
Logistics Tasks 
Administration 


Budget & Finance 

Procurement Activities 

Business Planning & Implementation 
Property Management 
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WORK EXPERIENCE 1: 


From To (DD/MM/YYYY) Job title 
(DD/MM/YYYY) 
01-May -2016 To date Admin & Account Officer 
Name of employer Location (City and Country) 
Provincial Ministry of Transport & Mass Karachi- Pakistan 
Transit Department , Government of Sindh 
Sindh Mass Transit Authority (SMTA) 


Main responsibilities: 
1. Focal person Government Audits from Auditor General Pakistan 
2. Focal Person of Government of Sindh treasury Office Karachi . 
3. Focal person of Account general Sindh office for release of all payments 
4. Release of Funds from Finance Department, Government Of Sindh. 
5. Staff Salaries released, Bio metric Attendance of Staff, Vehicle management & fuel , 
Office Management. 
Procurement of office Supplies . 
Disbursement of Capital & Revenue Account. 
Preparing the DRO budget 
Processing of suppliers invoices and payments. 
0. Cash book entries Banking Consolidation of accounts Prepare for audit. Budget monitoring 
Cash flow monitoring Petty cash control Expense claims Credit control 


=e BN D 


Main achievements: 


Project (complete / on — going ) 


Construction of orange Line Bus Rapid Transit System (BRTs) ( With 
a total length of 3.9 kilometers, the Orange Line bus service is probably 
the shortest BRT project in the entire country. This metro bus project is 
designed to cater to over 50,000 passengers a day and is based on a fleet 
of 18 buses. At its AO Chowk Terminal, Orange Line BRT merges with 
Green Line BRT. 


Peoples Bus Service Project Karachi (Peoples Bus Service is a separate 
project from the network of Bus Rapid Transit (BRT) lines. Under the 
Peoples Bus Service, the Sindh Government will launch a total of 240 buses 
on different routes throughout Karachi. 

Green Line Bus Transit Systems (BRTs). The project will constructed a 
busway dedicated for BRT vehicles) in the median of the roads along the 
corridor with stations in the entre of the median in both at grade and 
elevated sections which all provide high speed 25 Km/h 


Technical Assistance for Karachi Bus Rapid Transit Project (BRT Red 
Line Detail Design under PDA ) PC-II 

Upgradation of Traffic Signals in Karachi, Hyderabad, Sukkur, 
Larkano and Mirpurkhas (Phase-I) 


WORK EXPERIENCE 2: 


From 
(DD/MM/YYYY) 


To (DD/MM/YYYY) |Job title 


01-January -2014 


30- April 2016 Administrative & Finance Officer 


Name of employer 


Location (City and Country) 


United Nation Development Programme | Karachi, Pakistan 


(UNDP) project 


Pakistan Sustainable Transport Project , 
Component implementation Unit — Karachi 
Transport & Mass Transit Department , 
Government of Sindh 


Main responsibilities: 

1. Iam responsible to provide overall technical assistance in ensuring the implementation of 
UNDP Financial and Admin related policies in the Project. 

2. Iam also responsible to Prepare and maintain quarterly advances and financial reports and 
keep a track of all funds released by the CIU. 

3. Being a AFO my responsibility is to prepare necessary documentation for quarterly 
advances and their settlement in line with the UNDP standard financial procedures. 

4. Iam also supposed to maintain ledger of financial commitments and advances, ensure 
settlement of advances in accordance with agreed contract, whereas payments 


requests/travel claims with the supporting documentation and liaison with UNDP for 
payment follow-ups; 

5. Handle all financial matters of the meetings, workshops and seminars organized under the 
project, all are my responsibility. 

6. I also maintain project petty expenses and ensure entries in petty cash register, maintain 
general ledger to keep record of project accounts and provide support to the CIU to prepare 
tender documents, disseminate, prepare bids tabulation and ensure quality and quantity of 
goods before delivery; receive and check invoices from the suppliers and initiate payment 
requests. 

7. Ialso assist in inventory management of both expendable and non-expendable project 
items. 

8. Also responsible for the project file management i.e. to maintain an accessible filing 
system in the project and prepare Cash Payment Vouchers, 


Main achievements: 


The objective of ‘PAKSTRAN’ project is to reduce the growth of the energy consumption and 
related greenhouse gas emissions from the transport sector in Pakistan, while simultaneously 
improving urban environmental conditions and improving Pakistan’s trade competitiveness by 


1) creating an enabling investment environment for sustainable urban transport; 


2) creating an institutional and policy framework that is supportive of urban transit 
development; 


3) improving the fuel efficiency of trucking freight transport; and 


4) increasing awareness and capacity in Pakistan on sustainable transport 


WORK EXPERIENCE 3: 


From To (DD/MM/YYYY) Job title 
(DD/MM/YYYY) 
1 December 2011 | 31%‘ December 2013 Provincial Administrative & Finance Officer 


Name of employer 


United Nation Office for the Coordination & 
Humanitarian Affairs (UNOCHA) Pakistan, 


Quetta 


Location (City and Country) 


Quetta - Pakistan 


Main responsibilities: 


1. .Assist in preparation of documentation to local APP in appointment and promotion of national 


staff 


2. Conduct preparation of documentation and follow-up on Entry Medical Examinations for 
locally recruited staff. 
3. Liaise with the administrative office, OCHA Geneva on international staff entitlements and 
supervise national administrative staff . 
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13. 


14 


16. 


17 


Conduct OCHA financial monitoring system, coordinate with head office, administrative 
office and examine OCHA Geneva of potential over-expenditures. 

Prepare payment requests for payroll of national staff and follow up on monthly payments 
orders for international staff. Liaison with UNDP to ensure timely payments. 

Review for funds sufficiency, prepare instructions for payments through UNDP. Ensure 
proper supporting documentation and approval by the head office. 

Prepare detailed specifications of equipment and supplies to be purchased. Manage process 
of issuing requests for quotation and prepare Purchase Orders. Apply relevant UN/UNDP 
regulations and rules. Follow up with AO Geneva on pending procurement requests 
Prepare Travel Authorizations for official travels, workshops and training outside of the 
country ensuring appropriate justification, costing and approvals. Follow up on travel 
claims and liaise with the travel agency on payments. Verify travel claims submitted for 
settlement and track outstanding payments. 

Reconcile inter-office vouchers (IOVs) with UNDP information to confirm accuracy of 
accounts; correct financial entry as required; ensure UNDP IOVs provide adequate 
information to allow for reconciliation with OCHAs expenditure monitoring system. 


. Follow up on cost recovery for private use of OCHA assets, in particular phone and 


vehicle usage, UNHAS flights use for personal reason, etc. 


. Follow up on outstanding advances given to the field offices. 
. Preparation of cost sharing agreements with other UN Agencies and prepare quarterly 


payment requests. 

Conduct logistics task including, vehicle schedule, fuel consumption report and ensure all 
the vehicle related documents are available as required by the agency and government of 
Pakistan. 


. Arrange vehicles or transportation for project materials, supplies and equipment’s. 
15. 


Perform all procurement related activities including quotations, request for proposal, 
comparative statements, Local purchase order ,Good received note etc 

Monitor and review progress of contractual agreements, approve invoices for payments 
and manage vendors list 


-Examined property records and reconcile property list 


Main achievements: 


1. 


Assist in Floods Operations & Relief Activities in years 2012 at Balochistan Province, 
Pakistan in 05 Districts Jaffarabad, jhal Magsi, Bolan , Nasirabad & Sibi, food distribution 
& Assist in Complete survey. 

Assist in Earthquakes in year 2013 at Awaran District Balochistan Province Pakistan 


WORK EXPERIENCE 4: 


From To (DD/MM/YYYY) Job title 
(DD/MM/YYYY) 
1* June 2005 30 November 2011 Provincial Program Officer 


Name of employer Location (City and Country) 


United Nation Development Program Quetta - Pakistan 


(UNDP) 


Gender Justice through Musalihat Anjuman 
Project 

Local Government & Rural Development 
Department , Government of Baluchistan 


Main responsibilities: 


16. 


17. 


Monitoring & Reporting 

Collect & compile reports of 132 Union Councils office (District Quetta, Lasbela, Gwadar, 
Loralai & Ziarat) monitoring reports on monthly basis. Interm of Project Activities , 
meetings , workshop etc. 

Clarify and respond to the core information needs of central project management, the 
Project Board, funding agencies and the cooperating institution/s. 

.Develop the overall framework for project M&E, for example, annual project reviews, 
participatory impact assessments, process monitoring, operations monitoring and lessons- 
learned mechanisms. 

Implementation the project R&R (Reports & Record), in the areas of the objective 
hierarchy, indicators and monitoring mechanisms. 

Guide the process for identifying and designing the key indicators for each component, to 
record and report physical progress against the AWP. Also the process for designing the 
format of such progress reports. 

Identifying the key performance questions and parameters for monitoring project 
performance and comparing it to targets. Design the format for such performance reports. 
With stakeholders, set out the framework and procedures for the evaluation of project 
activities. 

Based on the AWP and in particular the programme budgets, design the framework for the 
physical and process monitoring of project activities. 

Guide staff and implementing partners in preparing their progress reports. Together, 
analyze these reports in terms of problems and actions needed. Prepare consolidated 
progress reports for project management to submit to the relevant bodies, in accordance 
with approved reporting formats and timing. 


. Review monitoring reports, analyze them for impact evaluation and to identify the causes 


of potential bottlenecks in project implementation. 


. Compilation of monthly/ quarterly and annual work plans. 
. Recording / collection of data on the designed formats. 
. Field visits on need basis for ongoing program activists and verification of data already 


collected. 


. Identify areas of study and carrying out case studies, impact assessment etc. 
. Updating Monitoring database and preparation of narrative profiles of them on the basis of 


information provided by the District Focal Persons. 

Coordination with all the project professional staff in implementation of the program 
activities. 

Carrying out any other special assignment given by the Project Director and Project 
Manager within the field of his/her competence Administration & Finance 


Main achievements: 


The Local Government Ordinance (LGO) of 2001 created a new system of local government in 
Pakistan. Among other institutions, it created an Alternate Dispute Resolution (ADR) mechanism 
at the level of the Union Council (UC), the lowest level of local government. This ADR is called 
the Musalihat Anjuman (MA), and it is a formal mechanism that uses informal procedures for 
resolving disputes. The LGO conceived it as an ADR mechanism for all citizens and did not 
provide for any special attention to women in this regard. The Gender Justice Through Musalihat 
Anjuman Project (GJTMAP) aimed not only to get the MAs off the ground but also to gender this 
important new institution from the outset. 

The project goal is “To promote and safeguard the rights and lawful entitlements of all, 

particularly the vulnerable segments of the society, by institutionalizing a community- 

supported Alternative Dispute Resolution (ADR) mechanism through the entity of Musalihat 

Anjuman (MA).” 

The objectives of the project are: 

(a) To provide women victims of violence an alternative mechanism, whereby they can obtain 

gender justice. 

(b) To build the capacity of Musalihat Anjuman for dispensing gender-responsive justice. 

(c) To enhance public engagement with utilization of the services of Musalihat Anjuman. 

d) To promote women’s awareness of their legal rights and men’s active participation in ending 

gender based violence. 


WORK EXPERIENCE 5: 


From To (DD/MM/YYYY) Job title 
(DD/MM/YYYY) 


1% June 2003 30 may 2005 Accounts Officer 


Name of employer Location (City and Country) 


United Nation Development Program Quetta , Pakistan 
(UNDP) 


National Environmental Action Plan Support 
Program 

Planning & Development Department, 
Government of Baluchistan 


Main responsibilities: 

1. Monitoring of field sites to verify Programmatic and Financial deliverables 

2. Assure all activities are carried out as per the LFA 

3. Maintaining and updating HR records of the Programme. 

4. Assisting in the provision of support services including accounting, and Programmatic 
services. 
Assisting in the procurement / maintenance of the office equipment and its set up. 
Maintaining and updating all ledgers as required under the PCOM Version 3.0. 
Maintaining the project accounts and petty cash accounts. 


NO oO 


8. General correspondence/co-ordination with UNDP/GoP. 

9. Supporting Programme Unit for the implementation of the programme 

10. .Supervision of the administrative / programmatic activities on regular basis 
11. . Ensure Management of Program in collaboration with the Project Manager 


Main achievements: 

The Government has initiated the National Environment Action Plan (NEAP) in 2001 as an 
umbrella programme to address these environmental concerns in a holistic manner. The 
development objective of NEAP is environmental sustainability and poverty reduction in the 
context of economic growth. The United Nations Development Programme has been 
supporting the implementation of this initiative though the NEAP Support Programme (NEAP- 
SP) 

Some of the major achievements of NEAP Phase-I included development of policies and 
strategies like National Environmental Policy, Sanitation Policy, Clean Development 
Mechanism Strategy, Draft National Forest Policy and Energy Conservation Policy etc. During 
Phase-I, the Programme appraised more than 300 project proposals submitted by various 
stakeholders, while the core team of NEAP-SP prepared more than 60 project concepts. This 
also included preparation of projects for Public Sector Development Programme e.g. Clean 
Drinking Water Initiatives, Clean Drinking Water for All, Activity-based Capacity 
Development, National Bio-Safety Center and Rehabilitation of Rangelands of Potohar Tract of 
Punjab through participation of local communities. 


ACADEMICS 


The International University,2002 
Master in Business Administration, MBA (Finance) 


Business Policy & Management 

Business Law 

Financial Management 

Project Appraisal 

Principal of Management 

Fundamental of Accounting 

Banking law & Practice 

Human Resources Management 

Marketing Planning, Research. & Management 


The International University, 1999 
Bachelor in Computer Science (BSC) 


I. 
II. 
NI. 
IV. 
V. 
VI. 


Computer & Application 
Software Engineering 

Data Structure 

Computer Programming 
Database Management System 
Physics 
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TRAININGS ATTENTED 


Multi - Sector Initial Rapid Assessment for Pakistan, National Disaster Management 
Authority (NDMA), Islamabad, 27‘ August 2013 

ATLAS Finance Software, UNOCHA Office, Islamabad, 8t - 9th January 2013 

SAFE, UNDSS office Islamabad, 7‘ - 9t February 2012 

Reporting & Monitoring Database, LG & RD Dept. Government of Baluchistan, 29% - 30t 
May 2009 

Training of Trainers (ToT) on Gender Sensitization & Legal Literacy, Ministry of Local 
Government & Rural Development , Government of Pakistan, Islamabad, May 29th - 2nd 
June 2006 

PROMIS Software, UNDP country office, Islamabad, 5* April 2005 - 9t April 2013 
NEXFIM Finance Software, UNDP country office, Islamabad, 2004 


ACHIEVEMENTS 


Worked experience as a Liaison Officer in the National Workshop on the future role of 
Skills Development Council in Training & Employment in Skill Development Council 
Lahore 

Conduct & organize series of workshops, of elected members including Nazims , Naib 


Nazims, Female Councilors , Members of Insaaf Committees & Musalihat Anjuman & Union 


Councils Secretaries of 132 Union Councils at Quetta, Lasbela, Gwadar, Loralai & Ziarat 
districts 

Conducted & organized Provincial Level Judiciary & Districts Level Judiciary workshops 
Conducted & organized Provincial Level & District Level Police workshops at Quetta, 
Lasbela, Gwadar, Loralai & Ziarat districts 

Three Months teaching experience in "Al- Khair University" Institute of information 
Technology & Management Sciences, & "Horizon " The Hub of Modern Perception, June 
2001 


